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This webinar series, Staying on Track is 

intended for the School Food Authorities in 

the State of Arizona. All regulations are 

specific to operating the National School 

Lunch Program under the direction of the 

Arizona Department of Education. 

October 2016 
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Staying On Track- September Webinar 

Using the Webinar Technology 

– This icon raises your hand. However, the notifications 
for this have been turned off. If you have questions, 
you can type them in the chat section. 

 

– This button will open up the session menu. 

 

– Click on this icon to type questions and share 
feedback during the session.  

 

– Click on this icon to adjust the settings for 
notifications (when people enter/leave or when chat 
messages are sent). 
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Overview of the Webinar Series 

• This webinar series is designed to help School 

Food Authorities and Directors stay on track with 

requirements for the National School Lunch and 

School Breakfast Programs.  

• We will review relevant updates and key tasks 

that should be taking place throughout the 

month to ensure your program is operating 

within the regulations and meeting important 

deadlines. 
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Today’s Webinar 

• Today’s webinar will cover: 

– Submitting monthly claims 

– AFR reminder 

– Verification 

– Professional Standards 

– National School Lunch Week 

– Q&A 
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Professional Standards for  

School Nutrition  
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• Effective July 1, 2015, all LEAs must ensure that all new and current 

school nutrition program staff meet minimum annual training 

requirements per USDA’s Professional Standards regulation.  

• These training requirements were created with the intent of helping 

employees enhance their knowledge, skills and abilities specific to 

their position in NSLP.  

• To count a training towards an employee’s training hours, trainings 

must: 

• align with the employee’s job duties  

• meet at least one of USDA’s Learning Objectives 

 

 

 

 

 

 

 

 

 

 

 



Professional Standards  
Learning Objectives  

 

 

 

 

 

 

 

The Professional Standards Learning Objectives is a resource for school nutrition 
employees and trainers.  

• It lists training topics in the four Key Areas of Nutrition, Operations, 
Administration and Communications/Marketing.  

• Each Key Area has several Key Topics and specific training subjects with 
objectives that will assist those who are planning or taking training.  
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All of the trainings offered by ADE have been designed to meet one of the 
Professional Standards Learning Objectives.  

• Refer to today’s agenda 

 

ADE Trainings and Assigned 
Learning Objectives  
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At A Glance Calendar and  

Monthly Checklists 
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At A Glance Calendar and  

Monthly Checklists 
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Submitting Monthly Claims 
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Submitting Monthly Claims 

• It’s a best practice to submit your claims 

between the 1st and 10th of the month. This 

ensures timely payment of your reimbursements. 

 

• October 30 is the last day to submit or revise 

August claims.  

11 



Annual Financial Report 
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Annual Financial Report Reminder 

• This report was due yesterday (10/3) for private 
schools, BIE schools, and RCCIs. 

 

• The report is due 10/15 for all public and charter 
schools.  
– This is a Saturday, but it does not change the due date. 

Make sure it is submitted by COB on 10/14!  

 

• Contact Andrea Coffman if you have questions 
about this report. 

Andrea.Coffman@azed.gov 

602-364-2358 
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Verification 
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Verification 

• Verification is the process of  

– Selecting a small number of the applications on file; 

– Contacting the household to request documentation 

to support what they put on the application; 

– Verifying that the documentation provided matches 

what is on the application.  

 

• Must be completed by November 15.  
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Verification Resources 

Verification Webpage 
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Verification 

• ADE has broken it down into 4 phases to help 

simplify the process: 

– Phase 1- Prepare 

– Phase 2- Calculate and Select Apps 

– Phase 3- Verify 

– Phase 4- Report 
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Verification Resources- Prepare 
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Verification Resources 
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Verification Resources- Prepare 
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Verification Resources- Calculate and 

Select 
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Verification Resources- Verify 

22 



Verification Resources- Verify 
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Verification Resources- Verify 
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Verification Resources 

• Preparing for Verification Workshops 

– Work one on one with your NSLP Specialist 

• Review your application counts,  

• Choose the appropriate sampling method and do the 

calculation,  

• Choose applications 

 

– Flagstaff Wednesday October 5 

– Tucson Friday October 7 

– Phoenix Wednesday October 12 
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Professional Standards 
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Professional Standards for  

School Nutrition  
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• Effective July 1, 2015, all LEAs must ensure that all new and current 

school nutrition program staff meet minimum annual training 

requirements per USDA’s Professional Standards regulation.  

• These training requirements were created with the intent of helping 

employees enhance their knowledge, skills and abilities specific to 

their position in NSLP.  

• To count a training towards an employee’s training hours, trainings 

must: 

• align with the employee’s job duties  

• meet at least one of USDA’s Learning Objectives 

 

 

 

 

 

 

 

 

 

 

 



Professional Standards 
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Professional Standards Job Categories 
Directors- individuals responsible for the operation of school 
nutrition programs for all schools under the LEA. This is the 
individual who plans, administers, implements, monitors, and 
evaluates all aspects of the school nutrition program.  

 

Duties generally include: sanitation, food safety, employee 
safety, nutrition and menu planning, food production, facility 
layout and design, equipment selection, procurement, financial 
management, record keeping, program accountability, 
marketing, customer service, nutrition education, general 
management, personnel management and computer technology.  

 

12 hours minimum of annual continuing 
education/training. 

   
Every LEA must designate a Director.  
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Professional Standards Job Categories 

 

Managers have direct responsibility for managing 

the day-to-day food service operations at one or 

more sites at the LEA.  

 

10 hours minimum of annual continuing 

education/training.    
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Professional Standards Job Categories 

Other staff are staff members (full-time and part-time) 
involved in the operation of food service, Typically, 
staff do not have management responsibilities, but 
duties may include preparing and serving meals, 
processing transactions at point of service, and 
reviewing the free/reduced price applications, along 
with other routine work.  

 
Full Time- 6 hours minimum of annual continuing 

education/training.  

 

Part Time- 4 hours minimum of annual continuing 
education/training.   
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Professional Standards Job Categories 

Non-program staff are staff members who provide support 
to, but are not specifically involved in, the operation of the 
school nutrition program, such as the custodian.  

 

Non-program staff members that work part-time on school 
nutrition program activities throughout the school year must 
also comply with the training requirements.  

 

4 hours minimum of annual continuing 
education/training required only for those non-program 

staff members that provide support to school nutrition 
programs THROUGHOUT the school year.   
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Professional Standards  

Training Planning and Tracking 
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You must track planned and completed training.  



Professional Standards Training 

Planning and Tracking 
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Professional Standards Training 

Planning and Tracking 
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National School Lunch Week 

October 10-14, 2016 
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National School Lunch Week 

• Created in 1962 by President John F. Kennedy 

• Goals: 

– Promote healthy menus and increase lunch 

participation; 

– Expand online marketing reach of school nutrition 

programs via social media, blogs, and more; 

– Garner increased awareness with parents, 

administrators, and the media about the importance 

of school meals. 
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National School Lunch Week 

October 10-14, 2016 
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National School Lunch Week 

• Spread the word 

• Promote NSLW  

• Involve students 

• Recognize the importance of a healthy school 

lunch 

• Invite community leaders, parents and the media 

to have lunch at your school 

• Tell SNA about your celebrations 
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National School Lunch Week 

• October 12, 2016 is National Take Your Parents 

to Lunch Day!  

– Invite parents to dine with their students and 

experience how wonderful your meals are. 

– Give a tour of your facility and provide recipes for 

parents to take home. 
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National School Lunch Week 
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www.SchoolNutrition.Org  

http://www.schoolnutrition.org/


Question and Answer Session 

Thank you!  

 

 

This concludes the content for today’s webinar. I will now 

take questions you have about the webinar or any other 

topics that have come up during your operations.  
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